Chapter 6 - Creating the Candidate Referral
Roster (CRR)

Below is a discussion of the Main Menu items, Tool Bar buttons, and other features on the
CRR.

ﬂCPDSS - Civilian Personnel Decision Support System

File “iew Actions Tools Heports Help

Y Career Job Analysis Promotion
PPSERGA: [ Program: Plan Template: I
Entry Grade Pastion Title: | Change
Social Pay Plan- G5/GM Service
Tracking Rank. Mame Security Series- High Score | Algorithm | Award Appraisal Computation | SPC | ES | Appt] Vet Emor
Code Adminiztration Grade Grade Score | Paints Date Elig | Pref
Murnber

NOTE: Gridlines are automatically
drawn on your CRR. To turn this

] feature off or to turn it back on in
the future, select View > Gridlines
from the main menu.

The buttons located on the CRR screen are discussed below. Note: Those items with an
“*” can also be accessed by selecting the action from the Popup Context Menu.

Candidate Referral Roster (CRR) Tool Bar

This button Enables you to ... The equivalent menu
command is
H Commit changes to the database by saving | File > Save
== the CRR.
"] >
i| Open an exiting CRR. File > Open
— Capture a Match List/Candidate Referral | File > Capture
= Roster from RESUMIX.
E| Rank the active Candidate Referral Roster. | Action > Rank Roster
Note: If the roster contains errors, you must
use this button to manually override the error
condition, after you have reviewed the records
with errors and taken appropriate action, to
force a ranking before issuing a referral
certificate.

6-1



This button

Enables you to ...

The equivalent menu
command is

#|

Quickly locate a candidate on the CRR.
Note: This feature is useful for very large
rosters.

View < Find Candidate

S

View the current CRR properties when no
candidates are selected.

View < Roster Properties*

S

View the selected Candidate’s Properties.
Candidate must be highlighted.

View < Candidate
Properties*

See a snapshot of the candidate’s resume
summary as it existed in RESUMIX at the time
of CRR capture. Note: It may or may not
match what is currently in RESUMIX if
changes have been made to the summary or
a new resume was sent.

N/A

See detailed Job Analysis Promotion Plan
Score breakdown of the scoring results for a
candidate.

N/A

Re-import missing data from an individual’s

Action < Re-Import

record. Candidate*
Refine the candidate list on the active | View < Filter
Candidate Referral Roster by tracking

code(s). Note: This action does not remove
any candidates from the active roster, only
selects which candidate to display.

Invert the selected candidate on your list of
candidates. Note: This feature is useful
when you wish to perform an action on
“everyone else” such as assigning tracking
codes.

View > Invert Selection

Add, delete, and modify tracking codes.

Action < Set Tracking

¥ Code*
! Manually force tracking codes for the current | Actions < Send Tracking
CRR to be sent to RESUMIX. Note:
Tracking codes are automatically sent to
RESUMIX when
Certificate Report is generated.
Certificate Package is generated.
Roster is Archived.
| ,i_=,r| Generate a roster report of the active | Reports
: Candidate Referral Roster.
-*E-:I Produce the referral briefs of candidates | Reports > Referral Brief*
highlighting on the CRR.

Produce the entire referral package (with
selected attachments)

Reports > Generate
Package.
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This button

Enables you to ...

The equivalent menu
command is

Archive the current Candidate Referral
Roster. Note: You must be granted the role
in order to have permission to take this action.
Once a roster is archived, no user may
change its data. Only notes can be added.

Action > Archive

Close a CRR

File > Close

Launch the Job Analysis Promotion Plan
module to create, view, edit, or delete a Job
Analysis Promotion Plan Template. This tool
may also be launched independently of
CPDSS from the START menu.

Tools < Job Analysis
Promotion Plan

Batch import the Bl/Interview Scores/PR into
CPDSS. Note: Career Programs use only.

Tools > Import Bl/Interview
Scores/PR

View Experience History Records. Classifiers
will  use this to Create/Update/Delete
Experience History records.

Tools > Experience History
Maintenance

‘? Acquire additional information on a specific | N/A
item.
|@ Find information in CPDSS by Help Topics. N/A
Delete a roster. Note: If you respond Yes to | File > Delete

the verification, the CRR will be deleted
permanently from the CPDSS database.
There is no method by which this action can
be reversed.

N/A

Relinquish ownership of a CRR. Note: Once
you have transferred a roster, it will become
“read only” to you. The recipient must transfer
ownership back to your CPDSS User ID for
you to regain write privileges.

File > Transfer

N/A

Produce only the Certificate.

Reports > Certificate

N/A

End your CPDSS session. Note: CPDSS
prompts you to save any changes that you
may have made to the current Candidate
Referral Roster.

File > Exit

N/A

Retrieve a detailed listing of all errors
encountered in the ranking process for a
candidate. Simply click the left mouse button
on the desired candidate in the list of
candidates. The candidate row will become
highlighted. Then click on the Expand Errors
menu item to display a window with detailed
information for each error encountered in the
ranking process of that candidate.

Action > Expand Errors
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This button Enables you to ... The equivalent menu
command is

N/A Launch the CPDSS_SETUP module that will | Tools < Setup
allow you to configure the settings and users
for accessing all CPDSS programs.

Generate an AEP report. Reports > AEP Report
N/A

Choose the products you want included in the | Reports > Options
N/A referral package. NOTE: This option must
be completed before the Referral Certificate
or AEP reports can be generated.

Monitoring the Status of the Candidate Referral Roster (CRR)

Experience
History DCPDS
Progress Bars, Let™s you know A
which systerns are currently
inporting data and their level of
= = cotapletion. Mote: Each bar P Resumix
0ot 7 Candidates Imparied parallels with the balls. : nii:i 90_.‘ Extractar
Database
\ Fenumix
| Crrerall Progress ‘
CPDSS
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Open an Existing Candidate Referral Roster (CRR)

To open an existing Candidate Referral Roster click the Open Folder button. ﬁ|
(You will be prompted to save any changes to the current CRR before opening the new roster.)

File Wiew Actions Tools Reports Help

= _: |I| . * o =
— e— v Gt
0 = M Q 4= 1| om ECIiL
l— Career Job Analysiz Promaotion
PP-SER-GR: | Program: Plan Template: I
Entry Grade: F’ositionTitIe:I Change |
Social Pay Plan- GS/GM Service
Tracking Rank MName Secuty Series- High Score | Algonithm | Award Appraizal Computation | SPC | ES | Appt| Vet Error
Code Administration Grade Grade Scare Points Diate Elig | Pref
Murnber

To open a CRR simply click the left mouse button on the desired template and then click on the OK
button to open the template. Click the Cancel button to cancel the action of opening a Candidate
Referral Roster. To help locate the desired CRR, the (RR list may be sorted by any of the columns
by simply clicking the left mouse button on the desired column header. An up arrow on the column
header will indicate that the list is sorted in descending order. Clicking on the column header will
toggle between ascending and descending sorting methods.

D Caaniciate Rfereal Roster

| Staksc 1=] g
FEAGUSOBI1EDNR 10-JUIN- 2002 OEc2d: 47 CASTILLOR WP N FROGRESS ==
DMy DEUCS3FT 5N 68 19-APA -2 L2 13:55:20 CimDn WOFR-INERDGRESS
COMAYERTOET S 2221 535 ZVHOV-2D0 DS 45 DELOSaN WOFH. IWPRDGRESS
DLW CPS0 1500 3223 34 21-AUGE-2D0 154313 lmguzorb WAOFEINFROGRESS
COALIGDEL OG5! 224833 TE-HOV-200T 142703 HE DR WADFH. W FRDGRESS
COALIGDELCT BA7I 25015 SE-HOW-2D01 1427 03 HE DIPdek WADFH-IWFROGRESS
COALIG DE U8 1859 225065 JE-WOV-2000 1427083 HE Dk WOFRE IHFRDGRESS
COALIG DE U607 57 225807 ZE-WOV-200 142703 HE Dbt WORE. INFROGRESS
COLALIG DV LI O D407 226003 ZE-WOV-2000 142703 HE Db WORE INFRDGRESS
COSEPDEUCKE DSBS ZE-HOV-200 142804 EOEHLEFLC wADER W PRDGRESS
COSEPDEUCKE D 42268305 ZE-HOW-200 14:28.04 EOEHLERLC WOFH. IWPRDGRESS
COSEPDEUCME D 36206308 SE-HOW-2D00 142804 FOEHLERLC WAOFEINFROGRESS
COSEPCEUCME D S3E2ES1 1 TE-HOV-2000 142804 FEOEHLERLC WADFH. W FRDGRESS
COSEPDEUOLESY | 220 E5S SE-HOWY-2000 142703 HEDrdek SWADFE W FROGRESS
COSEPDELCHE D B2 6300 26-HOV-200 1426 04 EOEHLEFC wWORF N FRDGRESS
MOSEPDEUCHE DBZZETTE ch-WOV-Z2001 T Z7 4T HIRSMDAT WO INFROGRESS
DOGEPDEUCHEDFRZZAT G 2h-KOV-Z00T 14254 EOEHLERC WORE INFROGRESS
COREFDELMEDN 52 22 R 25 - MO 200 142604 FOEHLERLT wiDFE W FROGRESS
COSEPDEUCHEDASZZNZD 25-MOV-200 142617 EOEHLERT WOFR I FROGRESS
COSEFDEUDER24EZETIED ZE-HOV-ZN 11878 SHTOMIOW WORK: IWFROGRESS
COSEPDEUDM 37 2227471 2-0CT-2007 137736 HERRIGO WP INFROGRESS
COSEPDELIDORCELIZZTARR <5-MOn-2000 1470 42 WELLS) WORH W FROGRESS
MOSEPDEUCEIT D227 053 2h-HOV-2001 1430 42 WELLS) WO INFROGRESS
MOGSEPDEUDDIOZ 72277 T3 ch-KOV-Z2001 T 2a:35 HLLL WO INFROGRESS
DOGEPDEUT D577 BZZTHZE 2h-MOV-Z00T 1430 42 WELLS) WORE INFROGRESS
DOREPDEUCEZN 522732 25 - MO 20 1430 A2 WELLS) wiDFE W FROGRESS
CODCTOELDODORAZZTE3 26-MOV-2I0 1427 1 HERPAH WORR W FROGRESS
CODCTDE L0 RaE2 042 E6-HOV-2001 141916 AHTOMIO W WORK INFROGRESS
CODCTOE LIS ME2B4 25 SE-HOW-2D0T 1427403 HE Dirdekt WADFH IWPRDOGRESS
CODCTOE LD 7 9322 8450 ZE-WOWV-2000 14310 42 WELLS WOFRE IHFRDGRESS
DODCTEXT 108 3052 25601 ZAAUGE-2000 131043 srithi WORE. INFROGRESS
COSEPDE 20537 3322851 4 ZE-WDW-200 1402708 HE D WORH IHFRDGRESS :J

If this is not enough to help locate the desired CRR, then a filtering option is available that restricts the
CRRs shown in the list to only those that match the criteria entered in the CRR Filter Window.

To filter the list of CRRs in the Open Candidate Referral Roster Window, simply click the left mouse
button on the Filter Candidate Referral Roster check box. The Template Filter Window will appear. In
this window you have three options for refining the list of CRRs using wildcard patterns and two
options for refining the list of CRRs using a CRR status. To refine the list using wildcard patterns
simply type in the entire name or a partial name with a wildcard pattern for the career program, and/or
the candidate referral roster name, and/or the CRR owner.
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There are two special characters that may be used as wildcards:

%: Place a percent sign in the value to match zero or more characters. For example SE%
could be used to match SECRETARY, SECURITY, AND SEAWARD. Also SE%Y could be used to
match SECRETARY OR SECURITY, etc.

_: Place an underscore in the value to match a single character. For example _AT could be
used to match BAT, CAT, MAT, etc.

You may also further refine your search by clicking the left mouse button on either of the candidate
referral roster status fields in which you are interested. If the CRR status has a check mark beside it,
then only those CRRs of that status will be examined for a possible match. Clicking the left mouse
button on a status field will toggle the check mark on and off.

Clicking on the OK button will return you to the Open Candidate Referral Roster Window with the
filtered list of CRRs that matched your filter criteria. Clicking on the Cancel button will cancel the
filtering operation and return you to the Open Candidate Referral Roster Window.

i Candidate Referral Roster Filter

x|
Career Program M atch

I Cancel

Candidate Referral Roster Mame Match
[ CRR Status Match
[T wORE IN PROGRESS

Dwner Match

[~ ARCHIVED

Deleting a CRR

Click the Delete CRR button ‘Ml or choose File > Delete from the main menu to delete a roster.
You will be prompted to verify your action. If you respond, “Yes” to the verification, the CRR will be
deleted permanently from the CPDSS database. There is no method by which this action can be
reversed (undeleted). Note: You can only delete your own CRR. Archived CRRs cannot be deleted
nor can those with tracking codes that were sent back to Resumix.

Closing a CRR
K,
Click the Close CRR button |-| or choose File > Close from the main menu to close a roster. This

will take you back to the Main CPDSS Screen. Note: If any unsaved changes have been made to the
current CRR, you will be prompted to save these changes before the main window is cleared.
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Archiving the CRR

Click the Archive CRR button |= or select Actions > Archive from the main menu to archive a
CRR. You will be prompted to verify this action.

Click<Yes>to continue.
Archive Roster <] [
Are you sure you wizh to Archive

00&FPRIMT 0020062150787

If the archive is successful, you will be presented with a dialog box similar to the following.

Click<OK>.

cpdss

(3

» Note: Once a Case file is archived, the file cannot be manipulated in any way. You can only add
notes.

» Note: A case file can only be archived if the Job Analysis Promotion Plan Template is approved.
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» Note: Specialists should archive case files as soon as possible after EOD but within 90 days.
Most of the case file documentation will be in CPDSS but any extraneous items should be in a
case file (such as the requisition and vacancy announcement—those are Resumix items, not
CPDSS generated. However the Resumix requisition can be copied and pasted in the CRR
notes area for the Electronic CPDSS Case File. To do this you copy the Requisition Overview
and paste it into a Word document. When candidates have been imported into the CRR, Click on
View and Roster Properties.

UL MBPTERTELIDYVIEA55E - Chvillam Porcomnol Do icion S0t Syetanm B =2 i ] i

B RIAFE e A ] L el ] Dm]

S EEF Capmm Job Bnsbyms Fromclon " E
Figan: |IJrl-nnm| Fian Tempiain |GS 102 0HMT Sl -C-OOMTRACT SPECalST
Invert S=lection TR
Er P Tle: [COMTAACT SFECILIET Charnge
- G Soce | FapPlr | GE/GH ] Earaca &
Sy b= High Scoe | Algoithm | dwesd izl Compalstion | SPC | ES [dppt] et Enca™ |
Code Adrrirach gion rage G | Beopre Pords Diahe Eig | Prai
Huvhew
(1] T e [ [0 T 1
ERLC¥ L} ]
WL E.l 4 N 0 T 1
MFT DA L B G503 805 Y 0R M-EEP-2001 4481505 o
RFF EEITI = G5-0540405 T 06 1ZH0W:001  [BFEE-133 b o o
RFF BHLE Ao 2 35200506 ¥ 06 O-UN-200 (NS08 i [l I
R LLIC g G4-02EHE R M-IUM-2000 AM0v-1282 . ¥ ¥ Y11
R THLCe ETTH GS-0T505 % 06 M-IUM-20  1B-SEP-1555 ¥ eET i
HERE ; 9 WEEAZ 6 N O-UN-20 5.0l 155 Yo Y2 3
R LIkt a GS-0EHE L] A-JUM-200 1 RDEC-2000 ¥o[x2, 2
R HEHWh . o hrooraras E5-1rE507 Y A-IUN-200 CddHeen . Y1

Open Roster properties. You will see a large Additional Information Box and a small Add Note box.
You click on the Add Note box and it opens up the large Additional Information Box.

=
CRR Status
Requisition:  |02MAYTESTEUDYY2E6532 Base: | | WORKAN-PROGRESS
RESUMI R equisition 1D: |255532 Organization: | — Created
Command: I | BLUDYE
. 21-MA-2002 10:18:068
B argaining Linit: I Mumber of Candidates: IEB

Tupe of Pozition: I Murnber of Wacancies: I‘I — Rank Calculated

paTCOB: [P BUDYE
— Tiebreaker/Sort Options 21-Ma-2002 10:56:33

Internal Placement—— Extemal/DEU Recruitment
= Yeteran Fanked Sart

APFPRAISAL: i} (s -
" Profeszional Ranked Sort Letieiey

Use
z - 2
¥ Tiebreaker/Sort Sl € Yeteran Unranked Sort BUDYE

Sptens SCD:| 3 Weight | | & No Soiting 15JUIN-2002 10:45.01
FER R B AR 1 N Tiebreaker Random Digit:

—archived

— Technical &ppraizal ’—
Supervizory/M anagerial "W eights:
Type:

Technical “Weights:

— lgnored Rank Calculation Errors

Additional Information:

=]  AddMate
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Paste your word document of the requisition into the large additional information box and say OK.

Add note to 02MAYTESTBUDYY266532 *** WARNING Once OK is pressed, note is permanent **%

K

Xl
;|

0w can type into this field or you can cut and paste a word document such as your requisition into this field)]

ﬂ o

Transferring a CRR

If you imported the CRR into CPDSS, you are the only one that can access the opster to make
changes, unless you transfer it to someone else. Once you transfer the roster, it becomes “read-only”
to you.

> Note 1: You may use this function if you are going to be on leave and need to transfer your work
to someone else to complete.
» Note 2: The Systems Administrator can also transfer the list to another user.

Choose File > Transfer from the main menu to relinquish ownership of a CRR. The following
window will appear:

Select CPD55 User ID to Receive 0DAPRINTO02006216078

CPDSS UserID: | |

Using the pull-down edit box, select the recipient of the CRR and click <OK>. You will be prompted to
verify your action. If you respond Yes to the verification, ownership of the current CRR will be
transferred to the selected CPDSS User ID. As mentioned above, the CRR will then become “read
only”. In order to regain ownership, the new owner of the CRR must transfer ownership back to you.
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Viewing CRR Properties

To view the current CRR properties, click the Properties button |Q (when no candidates are

highlighted) or select View > Roster > Properties from the main menu or right-click and select
Roster Properties from the Popup Context Menu. The following screen will appear:

CRR Properties “'E.MEA
CRR Status
Requistion:  [02MAYTESTBLIDY 256532 Base: | T WORKIN-PROGRESS
iiti : |288532 ization:
RESUMIX Requisition [D; Organization: | il
Command: I | BLUDYE
21-b2-2002 10:18:08
Bargairing Urit: I Mumnber of Candidates: IEB
Type of Pozition: I Mumber of Wacancies: I'I — Rank Calculated

PATCOB: [P BUDYE
21-MaN-2002 10:5E6: 33
Internal Placement External/DEL Recruitment

APPRAISAL: IT ¢ Weteran Ranked Sort }
! Last Saved
" Professional Ranked Saort
L AweRDS: | 2 o
¥ Tiebreaker/Sart : 7 Veteran Urnranked Sart BUDYE
fetens SED:| 3 Weidht| | & NoSoting 19JUN-2002 10:45:01
APPRAISAL FACTORS: [ 1 N -

Tiebreaker Random Digit:

— Tiebreaker/Sort Options

—&rchived

— Technical Appraisal ’—
Supervizorybanagerial W eights:
Tvpe:

Technical Weights:

— lgnored Rank Calculation Errors

Additional Information:

In the note's section, lpe any pertinent information as it related to the requisition. Example: PPP and local ;l Add Mate I
of the Requizsition can be pased as a word document.

BUDYE: 03-Jul-2002 12:20:34

£
al 1 . nk I Rernnrt I
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Filtering a CRR

Filtering does not change the CRR, only which candidates you can view at a given time on the screen

and some reports. (Example: If you want to only look at Promotion or Reassignment Eligibles you
may filter the list.)

Click the Filter CRR button ﬁi} | or choose View > Filter from the main menu to filter a roster. The
following dialog box will be displayed:

Select Tracking Codes for Display [E4

Tracking Code

B [ G ]

[mIE

Select the Tracking Codes you wish to see on your CRR by clicking the checkboxes. Click <OK>.
You will only see the CRR candidates with that particular Tracking Code.

To turn the filter off, click the Filter button ﬁi}| again and all candidates will become visible.

Finding a Candidate
If you have a very large Candidate Referral Roster (CRR) and you want to review a particular

individual's record, you can click the Find Candidate button ﬂ| or select View > Find Candidate

from the main menu to quickly locate the candidate. Once this action is selected, you will be
presented with the following dialog box:

Find Candidate =]

Last Mame: ||

Firzt Mame: I

S5AM | ——

You may enter partial strings for any of the search criteria and all input is converted to upper case.
Wildcards are not supported here and the search is not case sensitive. The first candidate found

matching the search criteria is highlighted and the candidate referral list is automatically scrolled to
ensure that the matching candidate is visible.
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Inverting the Candidate Selection

Click the Invert Selection button | @ or select View > Invert Selection from the main menu to invert

the selected candidates on the CRR. This feature is useful when you wish to perform an action on
“everyone else” such as assigning Tracking Codes.

Example: The top three individuals are qualified for your position. The other four

candidates are not qualified. By pressing the Invert Selection button, the last four
candidates are highlighted.

QNQLEH@M

Rl WA
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“*"ﬂ?ﬂ-_ F EIL il T e T o et

,ﬁ'zl-t-m

L Gt 5 Padkon T T % 0 A PP [ Y
it e ot i

Fo s B [ S ) M
sl v o) e | B i i e [FEF e

i I R h=dee. BT TES]
uw iﬂmmmwﬂﬂAHﬂgﬂl:dezﬂm

] W e
Eonp i W ﬁ-lw-l-! Rl-lm‘i

P e o TR AR ST

1
wm|l:+rnw~ | 'f.:i“'|':""

| |
e, s P

Dt e [y
] || s o | e ] ) et | Ko e ] gtrweevy Fapemsi e -l mmm

Roster Report Command

= |

Once you have your CRR on the screen, select the Roster Report button.
A detailed report generates.
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Capturing (Importing) the Resumix Match List

Three requirements must be met to move your Match list from Resumix into CPDSS:
Resumix Recruiter's Desktop and CPDSS must be running concurrently on the same
computer;

Your Requisition must be open in Resumix; and
Your Resume Match List must be open in Resumix and not minimized.

Once the above requirements are met, the import process can be started.

Step 1: Use one of the following methods to capture your Resumix Match List:

Click the Capture button, I_E

Select File > Capture from the Main Menu bar; or
Manually enter <Ctrl-P> on the keyboard.

:I PSS - Civilian Personnel Deci sion Suppark Syshem :'- IE] IH'E;E"E ‘lﬂﬁ

nEEEE Bw 5l |anuf] #| R

| = 48

Z| =lan

x Ijh‘ Cavee dobiAnalsh Fronolion
FFREEFRGF: Frogam J Flan Tempsis l
erigGide || [T Fossentine | e I
Social Fay Pl GE/M Carvicn
Traching | Al Jk M Gecunky Gy High | Soawe | Adgorthin | Aressd boprasal Conputalion | 5PC | ES | Appr| et Ear
Cods 4 Adminraion firade Grade Scom | Paintz [rsin Eig{ Pmi
hirmbe=y
il | A
FerHal, pazzF1 B MEW Cardidala Litk o Buadable ks Impok T T T sddad

!ml B -] | mﬂm-w.d ﬁnml - [TiER1] J_@Hﬁurﬂx—tmﬁs...j E.]_Drnﬁ:-mﬁ- l:m...][ﬁmss.ﬁﬂ._ Emmeshpl @cjﬂﬁ]‘aﬁ.ﬁﬁ
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This will cause the Job Analysis Promotion Plan Library shown below to appear.

Sort 1

Sort 2

Blank Entry

Select Job Analyziz Promotion Plan Template, Tiebreaker/Sort Oplionz, and Errm Processing

™ Filter Job Analysis Promatipd! Plan Termplates Ll

Career Program | Template Mame | Status | Owirer | Madified [= ﬂl
Unknown Budget Analpst [test) APPROVED cpdss 11-JaN-2000 15:01
Unknown Tranzportation Specialist APPROVED marchz (1-FEB-2000 09:.05
Unknown Realty Officer, G5-1170-09 APPROVED marchz 11-FEB-2000 15:00
Unknown Bailer Plant Equipment Mechanic APPROVED marchs 15-FEB-2000 1351
Unknown Air Canditioning Eguipment Mechanic APPROVED marchs 16-FEB-2000 1117
Unknown Air Cond Equip Mech, WiG-10 APPROVED marchz 16-FEB-2000 11:32
Unknown Securty Specialist, G5-080-09 APPROVED marchs 23-FEB-2000 D258
Unknown Maintenance Mechanic, WG-4743-03  APPROVED marchs 25-FEB-2000 16:00
Unknown Maintenance MechaniclCarpentry], ... APPROVED marchs 01-MAR-2000 0724
Unknown Phatographer, G5-1060-08 APPROVED marchs 02-MAR-2000 12:21 —
Unknown Engineering Technician, GS-802-09 APPROVED marchs 22-MAR-2000 10:223
Unknown Exerice Phyziclogist,G5-601-09 APPROVED marchs 22-MAR-2000 14:04
Unknown Air Traffic Control Specialist G5-2152-...  APPROVED whitza 23-MAR-2000 0819
Unknown Caontral Emement Specialist APPROVED marchs 29-MAR-2000 10:20
Unknown 5h-GS5-1341-09, Meteorclogy Tech APPROVED whitea 03-4FPR-2000 14:52
Lnknown 41.G5-1341-039, Metearologist Tech APPROVED marchs 03-4PR-2000 15:04
Lnknown 4.G51910-09, 0uality Azsurance Sp...  APPROVED marchs 11-4PR-2000 09:.02
Unknaown 41JG51102-09/11 Contract S pecialist APFROVED marchs 11-APR-200015:49
Unknaown 415990109, Aircraft Owerhaul Supy  APPROVED marchs 25-APR-200010:03
Urknowr G5-560-7, Budget Analpst, Linda AFPPROVED cpdss 28-4PR-2000 16:02 LI Prewien |
— Tigbreaker/Sort Option -
Internal Placement——————————— Extemal/DEL Recuitment
AEREAES] | ¥ [ AFFRAISAL FACTORS | - I " Weteran Ranked Sart
¥ UseTiebreaker/Sort Options #wtRDs [ +] ® ot Fesfeg S

€ Yeteran Unranked Sort

5CD I "l & No Sorting

— Error Processing

Extenal CAR | Intemal CAR | Selctal | Clearal |

Step 2: Select a Job Analysis Promotion Plan Template to apply to your applicants on your Match
List.

» NOTES:

1. If you do not use a Job Analysis Promotion Plan Template, select the “Blank Entry” line to
capture your CRR (Resumix Match List) with no criteria. You can associate the CRR to a Job
Analysis Promotion Plan Template at a later time.

2. If you discover that you need to build a Job Analysis Promotion Plan Template, click
<Cancel> and then build and apply your template to the CRR.

3. All templates marked as “APPROVED” and only those created by you that are marked
“TEST” are available for your use -

4. When Standard Templates are developed and approved, they will be available for
everyone’s use.
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Sorting and Filtering the Job Analysis Promotion Plan Template Library
You can shorten or organize the list of Job Analysis Promotion Plan Templates by sorting or filtering
the templates.

Sort 1: Sorting: You can sort the Job Analysis Promotion Plan template library by headings. Click on
one of the column headings. The column will sort in ascending and descending order. (Sort 1, See
diagram above.)

Sort 2: Filtering: Click the Filter Job Analysis Promotion Plan Templates button (Sort 2, See diagram

above). The following screen will appear. You may filter the list by using one or any combination of
Career Program, Template Name, Owner, and/or Status.

Career Program katch

I — Template Statuz Match -
[~ TEST
T emplate Mame Match
IGS-DEEI'I-TIX [T APPROVED
Owier katch ™ ARCHIVED

Cancel |

Wild Card: A Wild Card “%” can be used in any of these fields. Example: If you want to view all Job
Analysis Promotion Plan templates for GS-0201-11, in the template name match type “GS-0201-11%"

Previewing the Job Analysis Promotion Plan Template
You may preview a Job Analysis Promotion Plan Template before using it by highlighting the Job
Analysis Promotion Plan Template you wish to view and clicking the <Preview> button. The

document will be “read only.” /

LI Previgw |

Tiebreaker/Sart Optionz

Internal Placement—————— External/DEL Recruitment
LPPRLSAL I 'I APPRAISAL FACTORS I "l " Weteran Ranked Sort
. . " Professional Banked Sort
¥ UseTiebreaker/S ort Options AwWaRDS I VI
b " Weteran Unranked Sort
5CD I 'l ' Mo Sorting

Step 3: Once you have located the Job Analysis Promotion Plan Template you want to use, highlight
the template name and then determine if a tiebreaker or sort option will be applied using the following
guidelines or ‘uncheck’ the block “Use Tiebreaker/Sort Options” before clicking <OK>.
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External/DEU Tie-Breaker/Sort Option
If you choose to use Sort Options (External/DEU Fills), select the appropriate option for your template.

Veteran Ranked Sort: When this sort option is elected preference eligibles having a compensable
service connected disability (veteran’s preference Code 6 and 4) will be placed at the top of the CRR
in the order of their Job Analysis Promotion Plan Score. All other candidates will be listed in the order
of their Job Analysis Promotion Plan Score. However, if two or more of the remaining applicants have
the same score the tie will be broken and the applicants will be placed on the CRR (ranked list) in
veteran’s preference order. Each candidate with 10 points preference (10 pt disability and 10 pt other,
Codes 3 and 5) will be listed ahead of those eligible for 5 points (Code 2). Those eligible for 5 point
veterans preference (code 2) will be listed ahead of those not eligible for veteran preference (Non-
preference eligibles, Code 1).

BoA Mo n Tolenioio O AN AT T TR ACCLET O Pl Nl

Tiebreaker/Sart Option

\.M.W\ PP

V¥ UseTiebreaker/Sort Optiors

|ntermal Flacement

SEPRASAL I YI SEPRAISAL FAETIRS I 'I

SWERDS I vl
SCO I vl

Extemal/DEL Recuitment
% Veteran Ranked Sort
" Professional Fanked Sart
" Veteran Urranked Sort
Mo Sarting

Professional Ranked: When this sort option is elected, all applicants will be placed on the CRR by
their Job Analysis Promotion Plan Score. However, if two or more applicants have the same score the
tie will be broken and the applicants will be placed on the CRR (ranked list) in veteran's preference
order. Professional Ranked Sort order will place all 30% compensable veterans and all 10 point
compensable veterans (Code 6 and Code 4) first, followed, second, by those candidates eligible for 10
points preference (10 pt disability and 10 pt other, Codes 3 and 5), followed, third, by those eligible for
5 points (Code 2), and last, by those not eligible for veteran preference (Non-preference eligibles,
Code 1).

Tiebreaker/Sort Option: -
External/DEL Reciuitment

" Weteran Ranked Sort

Irtertial Flazemert

AEPRAISAL I 'I SRFRAISAL FECTORS I 'l

. . + Professional Banked Sort
¥ UseTichreaker/Sort Options AR I vI
" Weteran Urranked Sort
S I 'I " Mo Sarting

Veteran Unranked Sort: When this sort option is elected all compensable veterans (Codes 6 and 4)
will be placed in a group at the top of the CRR, followed by a group containing all 10 point vets (10 pt
disability and 10 pt other, Codes 3 and 5), then the group containing all 5 point vets (Code 2). Listed
after all vets should be the group of all those not eligible for veterans preference (Non-preference
eligible, Code 1). Looks at Vet Pref only. (Does not look at the Score).

\

Tigbreaker/Sort Options

¥ UseTiebreaker/S ort Options

AEPRAISAL I 'l SERRAISAL FACTORS I 'I

Intemal Placement——————————N\

SERDE I vl
SEm I vl

— Extemnal/DEL Recuitment
" Veteran Ranked Sort
" Professional Ranked Sart
& Weteran Unranked Sort
" Mo Sorting

It is possible that ties will still exist even after applying veteran’s preference order. The final procedure
to break ties is to do it randomly. OPM recommends using the last digit of the candidates Social
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Security Numbers. CPDSS randomly selects a number from G9 to find the starting point for the
number sequence that will be used to break ties on a given day. All CRRs processed on that date will
utilize the same random number; a new random number will be selected on a second day, again on
the third, and so on. (This random number is populated on the CRR Property screen and becomes
part of the case file.) Once the starting point has been determined, the remainder of the sequence
follows in logical numerical order. For example, if the random number is “0” the sequence would be
0123456789. If “3" was the random number selected, the sequence would be 3456789012.

No Sorting: Self-Explanatory.

Internal Placement Tiebreakers

If you wish to use Tie-breakers (Internal Fills), The “No Sorting” Button must be toggled on. You
must select at least one criterion. If more than one criterion is used, you must choose the order in

which they are applied.

LI N o e i o Tat Na el i B o SR RO T TreT LoodL 4T R AN AT Ao = 1
Tiebreaker/Sort Option -
Internal Placement——————————— Euternal/DEU Recruitment
SEFRASAL I 'l APPRAISAL FACTORS I 'l " Veteran Ranked Sort
. . " Professional Ranked Sart
¥ UseTichreaker/Sort Options AnBR0S I vl
" Veteran Urranked Sart
3CD I 'I & Mo Soting

Step 4: Error Processing

When the template is applied, the Error Processing function performs system edits for approximately
34 Internal and Career Program requirements such as current appraisal, technical appraisal, interview
score, etc. The system will default to Internal CRR for Error Processing if the external CRR error
processing button is not selected. When you are filling a job from external sources, you can turn off
the system edits by clicking the External CRR button.

— Errar Proéb

Extemal CAR | Intemal CAR | Select 4l Clear Al

Code | Description | -

(I A Behavioral Inventorny rezponze does not exist for this candidate.

Oz Mo annual rating wasz found For this candidate. e
Oz All required annual ratings were not found for this candidate.

O+ Mizsing Current Grade Level in DCPDS

Os Mizzing Current Supervizor Level in DCPDS

Os Mo interview score wag found for thiz candidate.

Or The technical rating data far thiz candidate iz incomplete. |ﬂ

Usethe scrall bar to seethe
remainder of the 34 error
codes.

Step 5: When all of the above has been completed, click <OK> to begin importing, ranking, and
rating.
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Import Processing
An Import is a “SNAPSHOT” of data as it exists at the time of Import. Once you have selected a Job
Analysis Promotion Plan Template, CPDSS begins to import data from the following databases:

Resumix (Resume Summary, Resume Text, Requisition Information),

CPDSS (Behavioral Inventories, Interview Scores, and Penalties and Restrictions)-Used by
Career Programs only,

Modern DCPDS (Oracle HR data), and

Experience History

There are various indicators on the status bar located at the bottom of your CRR. These features will
be discussed in this section below.

Experience
Histary DCFDS
Frogress Bars. Let’s sou knowr 'y
which systemns are currently
iraporting data and their level of
e completion. Note: Eachbar = Regumix
0ot 7 Candidates Imparted [ parallels with the balks. 1 REE# y LN_" Extractor
Databage

Orrerall Progress

Colors of CRR Screen
As the system extracts and imports the information, the background color of the CRR screen will
change to indicate the following:

Green: Roster Import is in Progress

Dark Pink: Roster Contains Errors

Lavender: Roster is Stale, something has changed in an individuals record
Pink: Roster is Stale and has Errors

Yellow: Roster Import in Progress and has Errors

White: Roster is OK

Database Connection Statuses
At the bottom of the CRR Screen are Bars and Balls depicting the Database Connection Statuses of
each system as information imports into CPDSS. Below describes the Colors of the Ball

» Gray: System not Connected ©
> Green: Everything has imported OK @
> Red: The System is not working @

",
Note: Click the Close CRR button |-| during the import process or choose File>Close to abort the
Capture of the Resumix Match List. When prompted by the “The Import of Requisition —
00APRINT002006216078 has not completed. Abort Import?” Click <YES>.

A successful import accomplishes the following:

» The requisition information is copied from RESUMIX.

» All candidates from the Resumix Match List are imported to the CPDSS CRR.

» All candidates are checked for SSAN.

» Current data where available is copied from Modern DCPDS, Experience History,
Resumix, and CPDSS for all candidates.

» A Score for each candidate is calculated if a Job Analysis Promotion PlanTemplate is

applied.
» If the roster contains no errors, then it is ranked utilizing the Job Analysis Promotion Plan
Template if one is selected.
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» Initial Tracking Codes are calculated - (Internal Referrals only).
» Time-In-Grade fields are calculated - (Internal Referrals only).

Ranking a CRR

When a roster is initially captured (imported), it is automatically ranked if the roster contains no
errors. If one or more candidates are re-imported, the roster is automatically re-ranked if it
contains no errors. There are four instances where you may wish to manually rank the roster:

1) You apply a different Job Analysis Promotion Plan Template to your CRR,

2) You modify the Job Analysis Promotion Plan Template applied to your CRR

3) A change is made to the Tiebreaker/Sort Options, or

4) To override the roster’s error condition and continue ranking regardless of errors.

Reviewing Applicant Error Codes

If CPDSS encounters an error during the import process, the background color of your screen will
turn pink and the CRR Error column will populate. To view an explanation of an error code, click
Actions>Expand Errors or right-click on the candidate’s name and select “Expand Errors” from
the Popup Context Menu.

All error codes should be reviewed and appropriate action taken before
finalizing the ranking process.
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Re-Importing Candidates

To add or correct candidate data on the current roster, you must first update and/or correct the data
on the appropriate database. After the data has been updated/correct follow the steps below to re-
import that candidate’s data from the selected databases.

Step 1: Select the candidate(s) that require(s) re-importing.

Step 2: Click the Re-import Candidate button or Select Actions > Re-Import Candidate or
Right-click on the candidate’s name and select Re-Import Candidate from the Popup Context Menu.

Step 3. Select the database(s) to be re-imported by clicking on the appropriate checkbox(s) and
clicking the “OK” button.

Select Databases for Candidate Re-lmport |
] |

[T CPDSS (B, Interview Scores, P&R]

[ DCFDS
[ E=perience History

[T RESUMI

The re-import steps are the same as the initial capture steps. Therefore, the roster will be
automatically saved at the completion of the re-import.

If you have made changes that you do not want saved, close the roster without saving the changes,
re-open the roster and re-import.

WARNING! The re-import process can be specified by the individual candidate and the database, but
not down to any specific piece of data in a particular database. Therefore, if a significant amount of
time has passed since the initial CRR Capture, the re-import may affect the ranking of candidates on
the CRR. Imports from each of the databases are time stamped for each applicant. You can view
these date/time stamps on the General/TIG tab. Make sure your reason for re-importing is well
documented in the CRR Property Screen notes area. If a significant amount of time has passed (24-
48 hours) you might want to consider highlighting all the candidates and re-importing or deleting the
CRR and starting over.

%,
Note: Click the Close CRR button |-| during the re-import process or choose File>Close to abort
the Capture of the Resumix Match List. When prompted by the “The Import of Requisition —
00APRINT002006216078 has not completed. Abort Import?” Click <YES>.
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Viewing Candidate Properties - Determining Qualifications

To determine qualifications on each candidate, you must view his or her Properties.

Step 1. Select the desired candidate from the CRR By clicking on that Row

Step 2. Click the Properties button |®\ or Select View > Candidate Properties or Double-click on

the candidate’s name to display their properties or right click on the candidate name and select
Candidate Properties from the popup context menu.
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There are fifteen Information Tabs to review in the Properties window. If you are reviewing a
list of External/DEU candidates you will need to review their Resume Summary Information
and the Resume Text. If you are reviewing a list of Internal candidates you will need to review
the Experience, Education, Training, Acquisition, Awards, and Appraisal Tabs. NOTE:
Always confirm that the score given by CPDSS is correct before assigning Tracking
Codes. You are the person responsible for ensuring the correct candidates are
referred to the manager.

BB 2 O 2 ] LB
3]

12 AL AT OPE 1§50 7 - Chvlian Dureomiel Docs Hin Siseport Syetnng

il Properties for B - e es s e e

R nie Te 1 Fisting: Sunmaiy | Spacil Placenon Corsidaalon | Tiacking Codes | Traning |
dooustion | AmociobedScoes | Apprstal | dwerds | DenoOaa 1 Educaion | Expeerce Sunmeiy enerabTIG I b biomoskory | Pensties snd Resictiore. |

o= 2

Mame Bz [Holloman Afb. Qhorc, HM
55M: O Spe [T
Phese: PAS: iI-BmF‘-H:
Aequme it (320853 oic jE:I:
PR [Gs SRE: 0356 H: [ TG: |5 STEF: [
Tl [OFFICE AUTOMATION ASSETANT Oppomiment Elgblip! Terue Group |2 |Concitnnal - Terure Broun
Time inGrade

GeGH P [F meeNms B we I s o
Wi [0 Wk W Dre 0

Irpcl T Slamp

CFDSS (81, Ifervime Seores, PEAL | 2BJULZOE 134725
DOFDE: [ 26JULZDR 14475

Espenenp= Hislons i 2EJUL-ZID 144726
REStmC: | 2GIULENE 44787

Clicking on each of the Tabs will give a snapshot of the candidates’ information. You may
generate a report on each of these tabs by clicking <Report> at the bottom of the page. The
“OK” button will take you back to the CRR.
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Resume Summary and Resume Text
This page displays the candidate’s resume text and resume summary imported from
RESUMIX. If the individual is an external candidate you will only have information available

in the Resume Text and Resume Summary tabs.

oo

Identification Number

Phone
e Resume Summary
Accounting Clerical Computer
Human Resources Supply Management
Skills
+AuditvE +Auto Info Sys Sec +Computer Baged Ed
+Contract Office Re +DBOF +Def Prop Acct Sys

+General Security
+Infi Security Work
+Matrl Documentatio

+Dishursing Ops
+Inf Proection
+Logistics Mamt

+Defense Policy
+General Supply
+Logis Contract Myt

+0rder VE +Propery Book +Security Managermen
+5upply Mogmi Data +Supply Procedures +Supply Senices
Account Adjustment Account Balance Accountabl Docs
Accounting Exp Accounting Tech Accounts

Accounts Payable Accounts Receivable Accty Discrepancy
Adjustment Docs Aweard Momination Bldg Automation Sys

Budget Budget Analysis Budget PlanForecst
Budget Prep Business Marmt cal

rWNEUTNEIBELLEVILLE IL 62241 Stt.af.mi\lllHDME[ﬂ ] rmﬁ-h‘THK!’-‘i—"ﬂnﬂmﬁ‘DfN [DSH] FiﬂmﬂFUMMAH‘
orkman's Compenzation claims handling, Equal Opportunity Dfficer, recruitment/training personnel. Compoze and type complex corespondence, fling, rezearch wark information on the Inte

of word processing applications. Utiized office automation systems and developed formats for a varisty of products in support of organization and administiative requirements. Disseminated in
IAPR 2000  APR 20011Supply Management Rep  GS-2003-09  40021st Theater Support Command IATTH: AERGD, Unit 23203, APO AE 09263IFrank Joshua  484-7202Planned, o
LIDE]. FEDLOG. and Defense Property Accountability System [DFPAS] to conduct equipment analysis. Evaluated 35 percent of subordinate unitz to ensure they complied with policy and regul
ings to commanders on izsues impacting safety, readiness, and mission accomplishment. Reviewed findings and oversaw wiitten reporte. Advized staff and subordinate commands on logisticz
oordinated and implemented the automated DPAS spstem for all units under the 215t TSC. Served as section Assistant [nformation Securty Management Officer dealing with computer issues &
ions. Used email for responses to taskers and incoming or outgoing projects. Researched and created slide presentations far division wsing PowerPoint. Maintained calendar for Deputy Chigl
Finance System ledger files. Monthly reconciliation of the general ledger to expenditure and status reports. Prepared tial balance of all general ledger accounts. detecting discrepancies and 1
for reimbursement. IFEB 1933 JAN 19351Business Mar/Human Resource Mg 33,000 Annually  40ITK. Commurications, Inc.1 'WHOO Road, Orlando, Florida 328081MaryLynn Dourous
istonical data for producing quarterdy and annual budgets (S ales, Administrative, Promational and Manpower] and priected overhead for the following year. Prepared and processed all manthly
tro to Access1 wk, 1997 Intra to Windows 95-2 dys, 1997 PowerPaint-1 wk, ‘Waord-1 wk and Access-1 wk, 1998 Quartmaster/Logistical Schoak3 mths, 1998 IMPAC Trg-1 dy. 2000 FrontPags
I ar-tay 01 wWebster Univ/Computer Fesource & Info Momt IILICEMCES /CERTIFICATES:10ctober 1339 - Contracting Officer Fepresentative [COR | Certificationlll&WARDS: Huly 2000 - Time
1896 - Performance Award
1998 - Performance Award
2002 - Performance Award
1333 - Performance Award
2000 - Performance Award
2001 - Performance Award
2001 - Commander's Award for Civilian ServicelllOTHER INFORMATIOMN:IT yping of 80 words per minute. Proficient in reading, writing, and speaking Spanish. “Working an Master's Degree fr

Resume Text

NOTE: To make this easier to read, click the Report button at the bottom of the screen.

Special Placement Consideration

This page displays a candidate’s special placement consideration (priority consideration) from

the Modern DCPDS.

SPC | Reason | StarkDT | EndDT | PPGR

| sPCPPGR1 | SPCPP-GR 2 [ SPCPP-GR 3 [ SPCPP-GR 4 | DT ReEmploy Rights Exp_|
|
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Tracking Codes
This page displays any tracking code assigned to candidate during the ranking process.

 E023UL425PTGDPE 141842 - Civilian Personnel Decision Support System I =] |TliElE]El ez eE

File oAb T Ao il

fiProperties for El x|

Aeguisition I Annotated Scores | Appraizal I Lumards | Demao Data | Education | Experience Summary | General/TIG | Ja Information | Penalties and Restrictions
Resume Text | Resume Summary Special Placement Conzideration Tracking Codes Training
i
Code | Description | D ate Assigned I D ate Unassigned | Sent to RESUMIE? |
| RFP  RFP - Promation Consideration 26-JUL-2002 Na
Training

This page displays the candidate’s training information from the Modern DCPDS.

— AT
E Acquisition | Annotated Scores | Appraizal | Awards | Demo Data | Education | Experience Summary | General/TIG | J& Infarmation | Penalties and Restrictions |
= Resume Text Resume Summary | Special Placement Consideration | Tracking Codes Training +

f
| Courze Title | End Date | Training Code | Haours |
MICROSOFT ACCESS 2000, LEVEL 1 03-APR-2002 0GD 8

Job Analysis Promotion Plan Information
This page displays a summary of the candidate’s Score based on the current Job Analysis
Promotion Plan Template.

E Resume Text | Resume Summary | Special Placement Consideration | Tracking Codes | Training
— Acouisition I Annotated Scores I Appraizal I Awards I Demo Data | Education | Experience Summary | General/TIG A Ifarmation | Penalties and Restictions | F—
|
\ MANDATORY ELEMENTS OPTIONAL ELEMENTS
OTHER

200 {OPTY) - JOB RELATED SKILLS (SKL3)
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Acquisition
This page displays the candidate’s acquisition information from the Modern DCPDS.

Appraisal
This page displays the candidate’s appraisal information from the Modern DCPDS.

o -'F'ii;' Sucoeratul Pass levsd under passTal pogram.
: ‘;- "H:.- e iy s ok — ———
F Pl Succassiul Pass e under pacla) pogramn

Annotated Score
This page displays the candidate’s annotated scores.
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Resumne Text | Resurne Surnmany | Special Placement Consideration | Tracking Codes | Training

Acquisition Annotated Scores | Appraisal | Awards | DemeoData | Edueation | Esperience Summar | General/TIG J& Infarmation | Penalties and Fiestiction
Annotated Date | Score | Annotator [ Reason
24-J1L-2002 5.00  CAMPBELLM This area is annatated to give an explanation of why the system generated score has been changed.
20-UN-2002 300 | CAMPEELLM System Generated §core
Awards

This page displays the candidate’s award information from the Modern DCPDS.

![ Fraums Tek | Frazurmes Gupverany | G el Plscsmant Coveideeaion | Trackig Cadae | Tisiring
= pomsim | AvoldedSoowes | Apoeed Amat | DamoDels | Ecucsion | ErpsierosSummay | GemelTIE | Jsiomsion | Penobes o Asshictiors

, oo | Avard Tipe | iRt [ Bropiverd B Aveard firesat 1
qL Pesloinance &rard [ - L2002 =
an T 01 A ead 4-CCT -0 16
1} oot or Sesvice A 22:hOY-178 116
0 i pcial St or Service s h0Y-1 550 =0
115 Special Aot or Seswce divsd TEALIE-1 990 20
L Pesboanan e frsd 01-REF-1263 443
aL Pasbzinanee &mam (1 -GEP-120 127
aL Paiboinanee & mard [ -SEP-1280 Py
05 S ed Sopremics Pyl rarcs Qe ard Prce 1587 01 -REF-1386 nz
Demo Data

This page displays the candidate’s demonstration project information.

![ RAosres Tk | FAlzsre Surmay | Cpecial Flacenent Considerslion | Tracking Codes | Tieiring
= Acgaduon | SreoldedSoors | Amimsd | dweds | Dewo0da | Edudion | Evpeemnd | GewadTIG | 8 iFomsin | Porstes od Aedickons
|

i CCSACASEfacihuBlsbs | CCEACAS AchudScom | [CS,TCAS Dlla |
Education

This page displays the candidate’s detailed education, language and occupational certification
data that was captured from the Modern DCPDS.
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Experience Summary

This page displays the Internal candidate’s work experience. The top section displays the
current position information and the lower section displays the experience history. To display
additional information click <More Info> in the Current Experience section or double-click
the desired experience entry in the Experience History section.
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Note: Temporary Promotions — Based on the way Modern DCPDS stores position
information the only way to identify, within CPDSS, whether an employee is currently on a
temporary promotion is to look at the Current Experience Data, Assignment Status area. If
an employee is on a temporary promotion it will reflect “118 — Temporary Promotion NTE”.

Details — If the employee is on a detail, the Detail button is highlighted and can be selected to
view the detail position data.
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Generall/TIG
This page displays general information about the candidate (contact, location, current title,
Time in Grade, etc.).

E Alun_me Tucd | ez Surmmay Epmcial Flacamart Cansderaion | Tracking Coder | Tiarira
—  Acmuision | AmccteiedScoms | Appeied | fwwdr | DamoDais | Education Evparianca Summan Earwral/TIS I Inkemation |  Fansbiss ad Aaatictions
|
I
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The Time In Grade (TIG) Calculator performs the following function:

It looks at the different pay plans for which that employee has been assigned: GS/GM/GG,
WS, WL, WG, NAF, and Other. For the GS/GM/GG, WS, WL, and WG pay plans it searches
the Current (Modern DCPDS) and Experience History to find the highest grade level that
employee has held in each of those pay plans for 52 weeks or more.

For the NAF and Other pay plan field it examines the employees current and experience
history to determine if the employee has ever been employed in a NAF or Other pay plan. If
the employee has worked in a different pay plan it will populate the field with “YES.”

The GS/GM Past 52 field is generated after the employee’s current and experience history
entries are examined and is populated in the following manner:

If the employee has held a General Schedule (GS/GM/GG) position within the last 52 weeks
(from current date), the field is populated with “Y” (YES). A “Y” does not mean that the
employee meets TIG for the position being filled. It means only that the employee has held a
General Schedule position within the past year and is subject to Time in Grade Restriction.

If the field is “N” (NO), the employee has not held a General Schedule position within the past
52 weeks and is not subject to TIG restrictions.

The Import Time Stamp records when the snapshot was taken from each of the four
databases.

Penalties & Restrictions

This page displays the candidate’s penalties and restrictions that were captured from the
CPDSS Penalties and Restrictions table.
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Candidate Referral Roster Column Headings

The Candidate Referral Roster (CRR) displays information that is needed by the staffing
specialist when determining qualifications. Some of the column headings are self
explanatory. Those that should be explained in further detail are listed below.

Tracking | Rank A
Code

Name

Social Pay Plan- G5/GM Service
Security Seres- High | Score | Alganthm | Award | Appraisal Computation | SPC | ES | Appt| Vet
Adminiztiation Grade Grade Scoe | Points Date Elig | Pref
humber

Enror

* *

*

* * *

* Self-explanatory columns.

Column Heading Description

GS/GM
High Grade

This column is useful when reviewing Internal candidates. If this column
is populated with a “Y” (YES) it means the employee has held a General
Schedule (GS/GM/GG) position within the last 52 weeks (from current
date). A “Y” does not mean that the employee meets TIG for the
position being filled. It means only that the employee has held a
General Schedule position within the past year and is subject to Time in
Grade Restrictions. If the field is “N” (NO), the employee has not held a
General Schedule position within the past 52 weeks and is not subject to
time in Grade Restrictions.

The number next to the “Y” or “N” reflects the highest GS/GM/GG grade
that the employee has held for 52 weeks.

Score

This column refers to the score derived from the Job Analysis Promotion
Plan Template.

Algorithm
Score

This column refers to the score that is derived from the Tie-Breaker
elements when used. (Appraisal/Awards/SCD) This will only display for
applicants on the CRR if ties exist.

Award
Points

This column shows the points assigned based on the number of awards
received during the last 36 months. This field will only a score if ties
exist.

Appraisal

This column will show the date of the most current appraisal on file in
Modern DCPDS for each employee. If the date reflected is outside of
the last rating cycle you should investigate further.

SPC

This column displays the candidate’s special placement consideration
(priority consideration) from Modern DCPDS.

ES

This column displays the eligibility status. It's useful when reviewing
External candidates. This captures the applicants self-identified
eligibility status, i.e., 30% Vet, VRA Eligible, VEOA Eligible, Transfer
Eligible, etc.

Appt
Elig

This column is useful when reviewing Internal candidates. This captures
the employee’s appointment eligibility or tenure group, i.e., Permanent-
Tenure Group 1.

Vet
Pref

This column is useful when reviewing External candidates or for DEU.
This captures the candidate’s self-identified veteran’s preference they
are claiming.

Error

This column will reflect with the error code(s) as appropriate.

Penalties and
Restrictions

This column is applicable to Career Programs only. ( To view column
slide the bottom scroll bar to the right. The column is located after the
Error column.)
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Annotate Score

IMPORTANT NOTE: Annotate score is available only to those staff members who have been given
the authority to modify candidate scores.

Step 1. Select the candidate(s) that require(s) a change of score.

Step 2. Right click on the candidate to bring up the Popup Context Menu and select Annotate Score
from the Context Menu.
ﬂMAHVAZ!I]ZB?DETAILTESTINGZIN [Pull 1] - Civilian Personnel Decision Support System

e
=B e

X ] S Career Job Analysis Promation ] KLY ) p
PP-SER-GR: [5-020113 Promam [Mnknown Plon Tomplate: |G5-0201-T3INT Personnel Mgmt - Detail Test
Entry Grade: IT 3 Pasition Title: ISupervisol}' PERSOMMEL MANAGEMEMNT SPECIALIST Change |
Social Pay Plan- GS/GM Service
Tracking Mame Security Series- High Score | Algorithm | Award Appraizal Computation | SPC | ES | Appt| W
Code Adminiztration Grade Grade Score Fointz Drate Elig| P
Murnber
T e S o TV M N N K
RFP 2 CAMPEELL. MARWA & = 12 12 300  163.00 01-JUN-200  21-FEB-1978 Al
RFP 3 CARLTOM, DEBORAH S Candidate Properties  » f11 13 200 27-JUN-2000  29-MaYy-2000 Al

Boster Properties...

Expand Errars
Fie-lmport Candidate. ..

Referral Erief Report... |

The following dialog box will appear, giving you the capability to change the score on the highlighted candidate.
If the score is modified, you MUST also enter areason for the changing of the score.

Annotate Score for | |

Adjusted Scare |3

[Thiz will be rounded ta hwa decimal places]

Reazon : ‘I
Annotate Score fo E

Adjusted Score |5

[T hig will be rounded to bwo decimal places]

Reason : Thig area is annotated to give an explanation of why the ;I

systemn generated score has been changed.

=
ok I Cancel
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Step 3. Make the necessary changes in the dialog box and click “ OK.” This will prompt the below
information box.

cpdss

@ “ou have changed the score for thiz candidate.

Do pou wizh to zave your changes?

MOTE: wWhen you have finished annotating candidate scores wou must re-rank the roster in order for the roster to reflect
the adjustments you have made to the candidate scorelz].  Thiz re-ranking process will conzider the zelected
tie-breakers to numerically rank the rozter and will not re-zcore the candidates.

Step 4. To view the Annotate Score information, take your cursor and place it over the score.

- Civilian Personnel Decision Support System [_ (O]

v Actions Tools Repots  Help

o |11 [l ] | & ]l e 73 |anle)] 2D
. a| Z o £
#|2 wiw|dle| L EE Bl T el e
. . -
+GR: [RE-020113 sl T 4ab finalysts Premalion e (01 T3INT Personnel Mgt - Detai Test il
Progran: Plan Template:
rade: |13 Pasition Titls: |5upervisoryF‘EHSDNNEL MAMAGEMEMT SPECIALIST Change
Social Pay Plan- GS/GM Service
ihg | Rank P Mame Security Sernies- High | Score | Algorthm | Award Appraizal Computation | SPC | ES | &ppt]| ‘et
Adminigtration Grade Grade Score | Pointe Date Elig | Pref
Mumber
1 Lajoie, Patricia & GS-0201-14 Y 00 o &00¢ 18600 O1-JUN-2001  20-JUN-1977 Y1
2 CAMPEELL, MARMA A GS-0201-12 ¥ 12 3.00  163.00 O1-JUM-2001 _ 21-FEB-1978 Y1
3 CARLTON, DEBORAH & GS-1016-11 DATE: 24-JUL-2002
SCORE: 500
ANNOTATOR: CAMPBELLM

REASON: This area is annotated ta give an explanation of why the system generated score has been changed.

DATE: 20-JUN-2002

SCORE: 300

ANNOTATOR: CAMPBELLM
REASON: System Generated 5core

OR you can double click on the candidate and view their property screen.

Resume Text | Resume Summmary I Special Placement Congideration I Tracking Codes I Training
Acquisition Annotated Scores I Appraigal | Auards | Demo Data | Education | Experience Surnmary | General/TIG Ji Information | Penalties and Restriction:
Annotated D ate | Score | Annatator | Reaszon
24-JUL-2002 5.00  CAMPBELLM Thig area iz annotated to give an explanation of why the systern generated score has been changed.
20-JUM-2002 3.00  CAMPBELLM Syatem Generated Score
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Adding/Changing Tracking Codes

After determining qualifications, select the appropriate tracking code(s) identifying each
candidate’s status. These tracking codes will be used to notify the candidate through IVRS of
his/her status for which they self~-nominated and generate the referral certificate for managers
(see Chapter 7). To add or change tracking codes for the selected candidates:

S
Click the Set Tracking button [ , or
Select Actions > Set Tracking Code from the menu or
Right-click on the candidate and select Tracking from the Popup Context Menu (see below).

L A TRST BLIDY W2 B33 - Cieilian Prrsgure| Dechseon Suppert Sysem RSN =1 ] 3 0 s L] LR )

Fin Wers Lfeen Tooh Aegeels  Helo

bl = 88| (1) 00 || 2 | 2 S| ] Tt | )] 2| 22T

Care
PREERGR: [0E110208 Ml T R D= 1203 T D = COM TRALT SPECWLIET
E iy G Fosion Tiia: [CORTASLT SFECBLST Charge |
Trosking | B W [ Seooen o P ARG | B8 B |
v bk L Lt ey | Ay oo oo Vel
Coda = MIL ﬂlﬂ qmu Poinic Diads [k | Misd
Mhsidei
1 T W
' H oo
Sl 1] i
[T I
[ [ Ui v O TAHUVD  [HFEH S Y | FE| 4
RSP an NN v O s I R CRES R
REP it a5 R0 = O AL ST 158 b o w1 i
P ™ [ T QUKD 1ASER-1EE L AN
W WHEYIDE | W oD TLIUR-Z00] ST b A
Lalied L 05 00T W oE O%.JU k-2 18D C-2W0] b3 T2 z
RER FE GEAFEAF | v o GrauR SN e 1wE v 1
AER = [T ) U2 Rl A Wow z
REP Kl Peformsd prid Aopeet GRAFRIS WO QURF0L EIH-L R w1
RSP [ —wam [ R QEJUR-SDO] 3L SRR T Yr & !
FirC k] B5-118-1 L L] QUJUK-SDO]  IFMO-1E e
[ 1 [T Y- OUJUR-SO0)  ZSAY 1R ¥ T
fER ' GEiEA v s USHOYT L 1y X
REP [ [ Rl R o 07 Ak ST -C:l(-l:'l 1??3 " b
Eep i RaAEGA W Al b S W
H WEREEMG Y 0 QU002 1m.1.1:r:n w1
Fire w G5 210006 R T QUJUK-SDO] AN T wE
[ A 05 JITETE Rl OUJUK-SIE DR :be- L
[ ¢ GEPRGE Y 0 QUGERDNN AN ¥
(2] [ [ R ) LRI I R R R T ¥ ¥E T
RER i AR R GURFE0 HAFRAST i
RSP 3 G5 I ] auJUK-SDOl  1SOCT-1ER . v 7 MG |
Arre 3 [Ty TIJURZ00E TG 5 Yo vl e
[ B L - TUUR-ED0)  2ASERSEs 1
FER W % X R ] [T T YR = ] ¥
[ i 3 B W frdighedlin  1EER - ¥ [ ¥EF ] 9
RER Gadlgeas | Vo GdURFNl PR ¥ v s
| TSIUL-159 b S
nrn EE-\EI M -] % -JU K- 194071302 s w1 L =
T | ;l_l
S tha back e pelecied [T e
| |_£| F-] | ke - Pcrriadt couat | R reem - friena) | ynenmmccrtas nwed | Bijora- chs - coesra.. [ v | &l =F 10z3aM
The following sub-menu appears once you select Tracking:
SI-SAY VES T OATHYNAA T2 Dol b Preyereed frrisn Suspset Swsinm - Bl = EEEE 8=

chwey ooy Axpeks b =

_i_l_lﬁlﬁlﬂlrﬂiﬁ%‘ll*-lﬁ*iﬂle-l & [l =8 ] Tit w0 | D

FEEERBR: |66 w . el T SPECILIET
] Sgenecy Obgcions (DH] (T3 I
Eriry Gl g B ) Conakdesion Declrad (S0 s _|
e | (1] DEU Deotngnr (00] e W =
Tymhwma | Flork (50 DEU HonFicices - Holiee of AokegDEL - HA| Frogedoton | SFG | ER | dok]| Wt Ene |
Cuds B (o DLl Relaaad Dlaka Eig | Fisi
B2 Il T}
1 (1] Legecy Dokt Ul 1 1
1 (2] MorrFicfal AL “ i
- it () Mm-S ket 14 -1 o
F-2 - L) Mt O sl [T} o o1 oom ¥ [r3la
rer AN Dt Dciesd (00 R I
rer " N I S B |
L) i R LR |
i L T oA TR
R 4 DEC 20 ¥ |
[l obidy e Wi
iy AT e R -
FEP . 141 it ‘1
FER ke 0 L O Bl
L i pd - 11 w11
PP fort 13y L I B
rer . oL 13 ¥ v
rer Click on the plus I 4 W
. Sl ¥
3 sign to expand the e o T
FFF 1 bri-LAH-| it Y i
i appropri ate 1-OET-AT R A ]
FEP . BEPRETT w1
e Tracking Code STt EL L B
AT basier nen w1
Fen folder. R 3n 1l
o . T ERpoL
= wossine] [0V
FER 1 P 1 B B -
o Erpard A0 | Ll_l
_ Colanadd |
Fordlp pgmF1 ez ia Tl

a2 S | Eakesc- vucarcei ot | [l s - ] | Eymere e oo s | B ot ch ke ooeang.. |rjlumurmwz.. |M,§ L0 2

6-33



Entry lrade: |2

Fostion Tile: |LUNTRELT 2FELIALIS

2l

Social

Tracking | Rank | Mame Securty

Code ’ Admiristrati

Humber

g TB182F

B 0-61-86

3 01514

MR o] 41745

RFP K 3-50-85¢

RFP & 1-28-84(

FRFP 7-B2-66:

RFP —74{33]

Anasterisk (*) indicates Y%

RFP X Bt

RFF morethan onetracking 7

RFP code hasbeen assignedto  |i:

RFP that candidate. Placing 7

RFP your cursor on an 3

E;E individual’s Tracking é;

RFP assigned to that candidate. [

RFP 0

\ ﬂ//sus

RFP TCCTATTS, DA T 1732313

HFP AQF‘I-IIDM N PATRIC AJRAR.AA0
RFP 5
FRFR il
RFP &
RFP l
RFP B
RFP B
RFR W
RFP R
FRFP o]
R
RFR F

[For Help, press F1

iffjstart |

ol

sl Set Tracking Codes for DI

Lhange

[#-[_] Agency Dbjections [DR)
-] Consideration Declined (CD)
-] DEL Deslinations [00)
EI [ DEU Non-Referal - Motice of Rating [DEU - NR)
(] DEL Referal
-] Ineligiaility 1]
EI|:| Legacy (Do Mot Use]
423 ManRefenal [NR)
b | & NRC - Mot Referred - Management Requested Promation Candidates Ony
MR - Poztion Filled Thiough Mat Iniated Action
NRM - Position Mot Filed
MRO - Declined Offer Three Times
MRF - Position Filled with Priority Candidate
NRR - Not within Reach of Referal
MRT - Mot Refered - Same Target Grade
MRY - Series Restricted Ta Veterans
W] NRY - Prioity Candidate is being considered at this time
on-Selection
ot Qualified [NO)
QOffer Declined (0D)
(ther [DEU]
Fefenal Estemal (RE)

-

o[-

- Waluntary Change ta Lawer Grade Consideration

RFP - Promation Consideration

RFR - Reassignment Congideration

RSC - Supplement - Yoluntary Change to Lower Grade Consideration
RSP - Supplement - Fromation Consideration

¢/ |5 RSR - Supplement - Reassignment Consideration

/(L] Refenal Special Placement [RSP]

(] Selection [SE) (DS4]

OK

=
Cancel |

Shaw Assigned |

»

mr |

o

WIIJ

Select all Tracking Codes that apply.

NOTES:

To add the same Tracking Code to multiple candidates, highlight the first candidate record,
hold the Shift key, and highlight the last candidate to be updated. This process will include all
intervening candidates. Use the Control key to highlight intermittent candidates.

When more than one Tracking Code is assigned to a candidate, only the last code received

by Resumix will be voiced to IVRS.

IMPORTANT! There will be times when the Tracking Code assigned during the import
process will not be appropriate for the candidate’s eligibility. All candidate records will require

i
|J N Inboy - Microsoft Out.‘.l }z [TIER1] | @]RESUMIX-CPDSS Man‘..l Draft- Ch& - Creatin,.. ”j‘ﬁl]ZMn‘l'TESTHUD‘I"l‘... ‘ @(Elf\\"‘ﬁ

review and a manual change to the code will have to be made, if necessary.
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Sending Tracking Codes to Resumix

Tracking Codes are automatically sent to Resumix when any of the following actions occur:
Certificate Generation

Certificate Package Generation

Roster Archived

You can manually send Tracking Codes for the current CRR to Resumix by clicking the Send
|

=
Tracking button or selecting Actions > Send Tracking. The following dialog will appear:

Eruy Graue, o FUSIIUT 1R, DU e L Lriarige
Social Pay Plan- G5 /G Service -
Tracking | Rank Mame Security Series- High Score | Algorithm | Award Appraisal Computation | SPC | ES | Appt| et Error |
Code E Ldministration Grade Grade Score Foints Date Elig | Pref
Murnber
K 45 ] N 00 A4 1
] 56 5 N 00
b . 45 0 M 00 A 1
NRY= o L 53 il G5-0318-05 Y 06 O1-5EP-2007  (01-hAY-1995 ¥ov2 o1
RFP K. 59 12 5-0540-05 Y 0B 13NOV-2001 | 03FER-1995 ¥ovY3 4
RFP A kS 59 12 [G5-2005-NR A (1R OTJUN-2007  04-M0V-1978 ¥oox1 o1
RFP I 58 k] | Sending Tracking Codes ko Rl | oJun-2o01 2eMOVSEE Y Y YT T
RFP T E 58 4 [ O1.JUN-2002  18-5EP-1985 ¥oox1 o1
H 58 £l " fre you sure you wish ta send Tracking Codes for | 01-JUN-2001  25.JUL-1995 Tov2 3
RFP L 56 i} [ 01-.JUN-2007  18-DEC-2000 Y o|vy2| 2
RFP H 55 bl [ DZMAYTESTELDYY266532 OJUN-2001  D2Av-1580 0 Y Y1
RFP T 55 il [ O1-JUN-2002 - 16-4UG-1980 Yoyl 2
RFP K K 54 3| O1JUN-2001  09.JUN-19684 Y1
RFP C 53 n [ O1-JUN-2007 - 21-4UG-2000 ¥ Y3 B |
RFC b 3 52 2 [ Yes Mo O1-JUN-2001  27-H0V-1931 Y11
RFP ] 50 I7 L —I O1JUN-2007  23-baY-1977 Yov1o1
RFP G 43 e} (oo u O5-MOV-2001  23.JUL-1987 ¥oox1o1
RFP G 48 i1 GS-1601-08 Y 07 O1.JUN-2002  23-0CT-1973 % ha
RFP K 4 45 2 G5-0202-04 Y04 07-JUN-2002  07-4445-1985 ¥oov1 o1
S L 44 4 w/5-6304-04 Y 05 O1JUN-2002  13-JUL-1383 Y1
RFP W 42 T G5-2102-06 Y2 O1-JUN-2001  30-4445-1987 ¥oovz2 o1
RFP A 42 18 G5-0326-05 Y05 OJUN-2001 014818350 Y Y v1 1
RFP S 4z 14 G5-0318-06 Y 0B O1-5EP-2001  31.JAN-1934 Y11
RFR o 41 i G5-1241-09 Y 08 O1JUN-2002 - 21-0CT-19597 ¥ov2 2
RFP d Lyl B G5-0326-05 Y 08 O1.JUN-2001  04-4PR-197FF Y A
RFP J 41 I7 G5-0203-05 Y 05 O.JUN-2007  150CT-18%6 0 v v MO 1
RFP B 4 1 G5-2102-05 Y 05 O1JUN-2002  24.J4N-1939 ¥ Y2 B
RFP B a1 i3 G5-1087-08 Y 0B 01-.JUN-2007  24-5EP-1985% Al
RFR b 40 i G5-2003-09 Y 03 O1JUN-2007  (01-hAY-1350 Y1
RFP R 40 el G5-0318-05 Y 08 01-.JUN-2007  10-FEE-1937 Y o|¥2| 1
RFP o H 33 13 G5-1106-05 Y07 O1JUN-2007  05-4PR-1938 ¥ o ¥2 B
A 38 2 - Y04 19.JUL-1996 s 2
FHITF\ FeLU I, FamEeLs U 361-39-56.42 G5-2150-09 Y 04 O1.JUN-2002  19-4PR-1982 YI Y11 _ILI
4 L3

Select <YES>.
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Once the tracking codes have been sent to Resumix, utilizing one of the
above means, they cannot be deleted. However, they can be invalidated.
To invalidate the tracking code, bring up set tracking codes and deselect
the code.

1. Steps for In-validating tracking codes:
a. You must be the owner of a Candidate Referral Roaster (CRR) to change tracking
codes.
b. Once you issue a certificate it will change the CRR to Read Only, this is new.
c. Forinstruction on how to in-validating tracking codes see screen shots below.

To in-validate a tracking code thathas |

already been sent back to Resumix follow

% ”égen_':dﬁ’ D?iecg‘:‘”ﬁ_[[’z‘][[ these steps: - Highlight the candidate |L|
= anEaeration ecline

-7 DEU Declinations (D01 rec.ord or! the CRR. . Cancel |
-] DEU MorFeferral - Notic| ~ Right click on the candidate and select

-[Z7 DEU Referral “Tracking” from the Popup Context Menu.

-1 Developmental Referral

-[22 Ineligibility (1]

-7 Legacy [Da Mot Uze]
<[] Mon-Referral [MR)
<[ Mon-Selection
<[] Mot Qualified [MO]
-2 Offer Declined (0D]
[ Other [DEL
-[_Z] Referral External [RE)
‘-‘3 Heferral Internal [(R1)
- RFC - “oluntary Change to Lower Grade Conzideration
B EFP -- Promotion Conzideration
RFR -- Beazsignment Conzideration
. ASC - Supplement - Yoluntary Change to Lower Grade Conszideration
R5SF -- Supplement - Fromotion Conzideration
. % BSR - Supplement - Reazsignment Consideration
[#-[_] Referral Special Placement [R5F]
- Selection [SE] [DSA)

TEEEEEEEHEE e

Show Azzigned |
E xpand all |
Collapze All |

Clear All |
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- Select the tracking code you wish to
Set Tracking Codes for MATTESON [AAGANEUS ,

- Right click and the “In-Validate” icon

-] Agency Dbjections DF] will be visible. ok |

#-[_7] Consideration Declined [CD)
-] DEL Declinations [DD) Cancel
D DEU Mon-Referal - Motice of Rating [DEL - HR]
-] DEU Referal
-] Developmental Referal
-] Ineligibility (1)
-] Legacy [Do Mot Use)
-] Mon-Referral [NF)
-] NonSelection
-] Mot Qualified [NQ)
-] Offer Declined [OD)
-] Other [DEL)
-] Refenal External [RE)
=23 Refenal Internal (A1)
----- [ .% BFC - %oluntay Change to Lower Grade Consideration

|5 RSC - Supplement - Yoluntary Change to Lower Grade Consideration
..... | |.% RSP - Supplement - Fromation Consideration

L] [ _'. RSA -- Supplement - Reassgnment Congsideration

#-[_7] Referral Special Placement [RSP)

H-[_] Selection [SE) [D5A4)
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Set Tracking Codesz for MATTESON. T

[ Agency Objections [DR)
-7 Consideration Declined [CD]
-2 DEU Declinations [DD)

-2 DEU Referal

-7 Developmental Referal
-1 Ineligibility (1)

-~ Legacy [Do Mot Use]
-] Mon-Referal [MR)
[ Mon-Selection

-2 Mot Qualified (MO
-7 Offer Declined [O0)
-7 Other [DEU)

(7] Referal External [RE)
~iz3) Refenal Intemal [R)

An in-validated tracking code will
have a “RED CIRCLE with a LINE
through it” as shown below.

Ok

-[Z] DEU Man-Referal - Matice of Rating [DEU - MR)

- . RFC --%oluntary Change to Lower Grade Congideration

----- [ & RASC - Supplement - Yoluntary Change to Lower Grade Consideration
----- [ . RSP -- Supplement - Promation Congideration
- [ . RA5SA - Supplement - Reazsignment Congideration

r-[_7] Referral 5pecial Placement (RSP

()

-7 Selection [SE] 0S4

Cancel

il

Show Azsigned
Expand &l
Collapze All

Clear &l

L
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%ﬁPmpenie: for MATTESON, T- === "7" = === == ==15

Acquizition I Annotated 5cores I Appraizal Awpards I Dema Data I Education I Experience Summary I General/TIG | J&Infomation |  Penalties and Restrictions I
Fiesume Text I Fiesume Summary Special Placement Consideration Tracking Codes Training
Code | Deseription | [ ate Assighed | D ate Unassighed | Sent to RESUMI®? |
RFF | RFP - Promotion Consideration 24-JUL-2002 es
RFP | RFP -- Promation Conzideration 22.JUL-2002 Yes

The CRR Tracking Code Property Screen
will reflect the date you In-validated the
tracking code.

QK. I Report | Help |

d. Once tracking codes have been sent to Resumix you will no longer be able to delete
that CRR. This was done to preserve the audit trail of the CRR.

2. Known CPDSS problem currently reported to the Clearinghouse are as follows:
a. Tracking Code Button for manual updates is grayed out (not accessible). Reported
problem is that when you need to send tracking codes to Resumix the button is
grayed out. Clearinghouse ticket number is 1015188.
Work around, to get tracking codes into Resumix click on Reports from the top menu
bar, then select Certificate. This will generate a certificate on your screen, which in
turn sends the tracking codes to Resumix.

We are now ready to create the Referral Certificate.
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